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Preferences, Proxies, and Document Sharing 
(3/2003) 

 
It is possible to edit certain defaults for your requisitions so they always enter into a given 
field without you having to use the look-up feature or punch them in manually.  It is also 

possible to grant access to other users to act as your back-up when you are out of the 
office.  This instruction manual will walk you through how to do both. 

 
 
1.  Welcome Page 

 
 
2.  Preferences Menu 

 

Choose 
“Preferences” 

Choose “Defaults” and then go to 
the next page of this manual. 
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3.  Preferences Editing Page 

 
 
 
 
4.  Looking up Defaults 

 

Choose “Edit” 

Click on the look-
up button next the 
field you want to 
choose a default 
for, and then go to 
the next page of 
this manual. 
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5.  Choose a value. 

 
 
 
 
 
 
6.  Defaults Editing Screen 

 
 
 
 
 
 
 
 
 
 
 
 

Remember if you do not see the 
value you want to choose. You may 
search for a value using the search 
criteria drop down list, then enter the 
value next to “For:”, then hit display. 

Once you see the desired code, 
choose it. 

Note how 
the code 
filled in. 

When you have finished choosing all 
your defaults, click “Submit”, and 
then go to the next page of this 
manual. 

All these 
fields can 
be edited to 
be defaults.
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7.  Establishing a Proxy 

 
 
 
 
8.  Assign Proxy 

 
 

Choose 
“Proxy” 

Choose “Assign 
Proxy”, and then go to 
the next page of this 
manual. 
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9.  Enter Proxy 

 
 
 
 
 
10.  Select the Proxy 

 
 
 
 
 
 
 
 
 
 
 

Type in the user 
ID of the 
desired proxy, 
or use the look 
up feature.

Remember 
you can 
search for 
a value. 

Select the 
appropriate “User 
ID”, and then go to 
the next page of 
this manual. 
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11.  Back to the assign Proxy screen 

 
 
12.  Enter the Start and End Dates 

 
Calendar Pop-Up 

 

Note how 
the value 
filled in.

2.  Choose 
“Submit”. 

1.  Enter a Start and 
End Date for the 
Proxy, you must have 
both.  These are the 
dates the back up can 
act in your place. 

Read this, you may also use the calendar look-up feature to 
enter a date, just click on the icon with the smiley face next 
to it, and you will see the adjacent pop-up.  After you have 
read this go to the next page of this manual. 
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13.  The Proxy is finished. 

 
 
You may assign as many Proxies as needed, or delete a Proxy if they are no longer 
needed, have moved departments, or are not authorized to back you up anymore. 
 

DOCUMENT SHARING (This is the method used to give someone 
the same rights as yourself to all of your documents) 
 
14. Choose Document Sharing 

 

The Proxy 
information 
has filled 
in. 

Choose “Document 
Sharing”, and then go to the 
next page of this manual. 
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15.  Click “Add Full Access” 

 
 
16.  Search Screen 

 
 
 
 
 
 

Choose “Add Full Access” to give 
someone the same rights as 
yourself to all of your documents.

1.  This dropdown 
box can be 
changed to search 
by other fields (i.e. 
last name, phone 
number, etc.) 

2.  This is the field 
in which to enter the 
search criteria.  Go 
to the next page of 
this manual after you 
have done so. 
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17.  Enter Search Information 

 
 
18.  Select Full Access User 

 

Choose “Display” 
after you input the 
search field value.

The user magically appears, much like a dove 
miraculously appears from a magician’s hat.  Now 
the user is capable of the same things as you, at least 
in PRISM. 


